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Received by ____________________________   Date/Time________________ 
 
Date/Time of Initial Response/Contact _________________________________ 
 
Name of Caller ___________________________________________________ 
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________________________________________________________________ 
________________________________________________________________
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________________________________________________________________ 
 
Description of Complaint 
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________________________________________________________________ 
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________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
 
Date Resolved / 
Reponded________________________________________________________ 
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________________________________________________________________
________________________________________________________________ 
________________________________________________________________ 
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